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This investigation was done on two issues, namely, 
principals' opinions of written memoranda used by school 
administrators and principals' knowledge of memoranda 
content and supervisors' ratings of principals of an 
urban school system. 
Methodology 
The methodology used in conducting this study con¬ 
sisted of having the supervisors of these principals rate 
them and assign them to categories. Forty-eight male and 
seven female principals were rated as "excellent." Ten 
male and one female principals were rated as "average." 
Three male and one female principals were rated as "need¬ 
ing improvement" or "others." The "excellent" group had 
taught an average of 13.7 years and served as principals 
an average of 11.6 years. The "average" group had taught 
an average of 10.5 years and served as principals for an 
average of 10.4 years. Those categorized as "needing 
improvement" or "others" had taught an average of 13.0 
years and served as principals an average of 6.6 years. 
Findings 




1. There is no statistically significant 
difference between the principals of 
this urban school system. The result 
of a chi-square test for continuity was 
32,357, with 22 degrees of freedom, 
which failed to reach statistical 
significance. Therefore, this null 
hypothesis was accepted. 
2. There is no statistically significant 
difference between the mean memoranda 
ratings of the "excellent" and "average" 
principals. The t-value was 6.923, with 
14 degrees of freedom, which was 
statistically significant beyond the .01 
level of significance. This hypothesis 
was rejected. 
3. There is no statistically significant 
difference between the mean memoranda 
ratings of the "excellent" and "other" 
principals. The t-value was 7.544, with 
14 degrees of freedom, which was 
statistically significant beyond the 
.01 level of significance. This 
hypothesis was rejected. 
4. There is no statistically significant 
difference between the mean memoranda 
ratings of the "average" and "other" 
principals. The t-value was 2.668, 
with 14 degrees of freedom, which was 
statistically significant beyond the 
.05 level of significance. This 
hypothesis was rejected. 
Conclusions 
The findings derived from the analysis of the data 
of this study seem to warrant the following conclusions: 
1. The higher a group’s ratings, the higher 
it rated the items in the questionnaire. 
2. The groups were homogeneous in that they 
came from the same general population. 
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3. The mean level of rating the checklist 
was statistically significantly different 
at the .01 level of confidence between 
the "excellent" and "average" principals, 
and between the "excellent" and "other" 
principals. 
4. The mean level of rating the checklist 
was statistically significantly dif¬ 
ferent at the ,05 level of confidence 
between the "average" and "other" 
principals. 
Implications 
The conclusions drawn from the findings of this 
study seem to warrant the following implications: 
1. It seems that the higher principals’ 
ratings are from their supervisors, the 
higher these principals rate the system's 
rules or practices. Is this the effects 
of obedience or efficiency of functioning? 
2. Those principals "needing improvement" 
may become more successfully oriented 
into and obedient to the system's 
practices and improve their ratings by 
their supervisors. 
Recommendations 
The implications inherent in the conclusions drawn 
from the findings of this study seem to warrant the fol¬ 
lowing recommendations: 
1. That other studies be made to investigate 
the effects of opinions on practices on 
the efficiency of principals' performance 
in their respective schools. 
2. That a more representative sample of 
school principals be used to test the 
findings of this study—thus making the 
results more applicable to a broader 
population of school principals. 
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Coramunication in management has become a central 
concern to students and practitioners in all institutions— 
business, the military, public administration, hospital, 
education and research. In no other area have persons 
worked harder or with greater dedication than psychologists, 
human relations experts, managers, and management students 
on improving communications in American institutions.'*' 
Research by Webb indicated that there were less communi¬ 
cations in the seventies than ever recorded in history. 
The communications gaps within institutions and between 
groups in society have been widening steadily to the point 
where it threatens to become an unbridgeable gulf of total 
2 mxs unders tanding. 
Indeed the frightening communications gaps between 
management and workers, business and government, faculty 
and students or faculty and administration, and between 
^Peter Drucker, Management: Tasks Responsibilities 
and Practices (New York! Harper & Row Publishers, 1974), 
p. 481. 
2 
James E. Webb, Space Age Management (New York: 
McGraw-Hill Publishers, 1981), p. 8. 
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producers and consumers, reflect the tremendous increase in 
information without a commensurate increase in communicating 
effectively.^ 
Sayles and Chandler cited in 1979 that we have 
learned mostly through doing the wrong things that the four 
fundamentals of communications are: (1) Communication is 
perception; (2) Communication is expectation; (3) Communi¬ 
cation makes demands; and (4) Communication and information 
are different and indeed largely opposite—yet inter¬ 
dependent. It was further pointed out by the authors that 
the results of research on communications channels within 
similar type organizations would be invaluable to the 
current data base because the information explosion focuses 
2 
attention on the need for improved communications. 
In schools, good communication occurs as a result of 
careful attention by the administrator. The communication 
system must be fast, flexible, and appropriate to the 
message conveyed. Fact gathering, information seeking, 
and perception testing are all initial steps in the decision¬ 
making process which requires a smooth lateral and vertical 
flow of information throughout the organization. One is 
responsible for moving the organization, in this case the 
^S. N. Eisenstadt, The Process of Communication 
Receptivity (New York: The Free Press, 1953), pp. 363-374. 
2 
Leonard R. Sayles and Margaret K. Chandler, 
Managing Large Systems (New York: Harper & Row Publishers, 
1979), p. 483. 
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individual school, tcward its ultimate goals. At the 
same time, the school administrator has the responsibility 
of maintaining the organization so that it is both 
efficient and effective. Many researchers believe that 
neither of these responsibilities can be achieved without 
an effective internal communication system.^- 
The second responsibility of the school administrator 
is to get things done through people. However sound the 
ideas or well reasoned the decisions, they are effective 
only as they are understood by others to achieve the 
desired action—or reaction. Communication, therefore, is 
viewed as one of the most vital management tools. The 
study of communication in many organizations is of special 
importance because of their large size, high degree of 
complexity, strain toward effectiveness, and elaborate 
control structure. Organizations all require extensive 
communication networks, roles and mechanism, especially 
devoted to the flow of communication. The study of com¬ 
munication is of interest chiefly because it is a symbolic 
process by which the orientations of lower participants to 
the organization are reinforced or changed. The analysis 
of communication is based on a mixture of theoretical 
considerations and direct observations, rather than a 
^Larry W. Hughes and Gerald C. Ubben, The Secondary 
Principal's Handbook: A Guide to Executive Action 
(Boston: Allyn and Bacon, Inc., 1980), p. 37. 
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distillation of existing data. Most communication studies 
are conducted in the human relations or cybernetics 
tradition. 
Organizational communication systems consist of two 
networks, distinguished by the substance of the communica¬ 
tion transmitted. One network allocates instrumental 
communication, the other transmits expressive communication. 
Instrumental communication distributes information and 
knowledge, and affects cognitive orientations. Blueprints, 
technical textbooks, and experts'directives (memoranda), 
are typical examples. Expressive communication changes or 
reinforces attitudes, norms and values. Directive, praise 
2 
and expressions of acceptance are typical examples. 
Communication may flow vertically or 
horizontally in the rank structure, 
and vertical communication may flow 
upward or downward. The amount of 
communication of each kind (instru¬ 
mental, expressive) carried by the 
various networks, and the direction 
of flow, is central determinants of 
organizational effectiveness.3 
Written communication is important in an organization 
because it is one of the chief means by which its members 
work together. Communication helps to hold the organiza¬ 
tion together by making it possible for members to 
■^Sayles and Chandler, Managing Large Systems, p. 37 3. 
2Ibid., p. 374. 
3Ibid., p. 325. 
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influence one another and to react to one another. Accord¬ 
ing to Dimock, the influence an executive has on other 
executives is partly a matter of his position in the 
hierarchy, partly a question of his competence, and partly 
dependent upon the existence of a complete and sensitized 
communications system.^ 
The working day of most organizational members is 
crammed with communications of many kinds—orders, direc¬ 
tives, informative conversations, requests, reports, and 
rumors. Communication is vital in the relationships 
governing employers and their employees, supervisors, and 
their subordinates. It is the process through which work 
gets done. 
The conclusions drawn from the research in the area 
of communications stress the need for further research. 
They further stress the importance for school administra¬ 
tors to analyze and evaluate on a frequent basis the 
channels through which they obtain information, the effect 
of such channels on subordinates, and the need to analyze 
and evaluate the manner in which they relate or communicate 
information. 
Evolution of the Problem 
The investigator of this research is employed as an 
administrator in an urban technical school. The 
^Marshall E. Dimock, The Executive in Action 
(.New York: Harper & Row Publishers, 1945), p. 149. 
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investigator is responsible for supervising fifty-five 
employees. Instructing, planning, coordinating work 
assignments, leading, guiding, directing and evaluating 
the work performance of these persons constitute her 
basic responsibility. 
Since the majority of the investigator's time is 
spent communicating (oral and written) with employees as 
a means of carrying out duties and responsibilities, the 
investigator completed a self-evaluation approximately 
ten months ago to analyze how communication to the staff 
affects its understanding of various directives. As a 
result of the self study, the investigator became 
interested in the broader scope of the staff's perception 
of the communication network. Through readings in the 
area, it was discovered that a need exists for further 
research. As a result, the investigator became interested 
in analyzing the relationship of written communications to 
organizational effectiveness. 
Statement of the Problem 
This investigation was done on two issues, namely, 
principals' opinions of written memoranda used by school 
administrators and principals' knowledge of memoranda 




This invesitgation was made to test the following 
null hypotheses: 
1. There will be no statistically significant 
difference in the homogeneity of the 
three groups of principals. 
2. There is no statistically significant 
difference between the mean memoranda 
ratings of the "excellent” and "average" 
principals. 
3. There is no statistically significant 
difference between the mean memoranda 
ratings of the "excellent" and "other" 
(those principals needing improvement) 
principals. 
4. There is no statistically significant 
difference between the mean memoranda 
ratings of "average" and "other" 
principals. 
Definition of Terms 
The terms pertinent to this research are defined 
below: 
1. Communication—is the transfer of 
information and understanding from 
person to person. For communication 
to take place, the sender of the 
message must actually get through to 
the receiver. In other words, the 
receiver must understand (although, 
of course he does not necessarily 
have to agree with the content of 
the point of view expressed).! 
2. Communication Channels—the process 
through which communications flow 
vertically and horizontally within 
the school system. 
Ted J. McLaughlin, Lawrence P. Blum and David M. 
Robinson, Communication (Columbus, Ohio: Charles E. 
Merrill Books, Inc., 1970), p. 289. 
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3. Organizational Effectiveness--the 
organization's ability to achieve its 
goals, maintain itself internally and 
adapt to its environment. Effective¬ 
ness is the creation of an atmosphere of 
mutual trust and confidence among all 
members and all levels of the entire 
structure of an organization.! 
4. Perception—one's awareness of the 
elements of the environment through 
observation, discernment of a mental 
image. 
5. Principals—those employed as the admin- ^ 
istrator of a primary or secondary school. 
Method of Research 
A descriptive survey method was employed in conduct¬ 
ing this study. This method was used to obtain information 
concerning the current status of principals' perceptions 
of written memoranda and their organization's effective¬ 
ness . 
A t-test and chi-square were the techniques 
employed to determine the extent of the relationship 
existing between the variables studied. 
Fisher's t-test was used to test hypotheses one 
through three. A chi-square test for continuity was used 
to test the fourth hypothesis. The .05 level of signifi¬ 
cance was used as the decision rule. 
1Ibid., p. 43. 
2 
Dale S. Beach, Personnel; The Management of People 




The writer offers the following limitations to be 
observed in interpreting the findings from this study: 
1. The participants used in this study were 
principals of only one urban school system. 
Therefore, caution must be exercised in 
generalizing these findings to other 
school systems. 
2. The writer assumed that the participants 
expressed their honest opinions in 
responding to the items in the instruments 
used in this study. 
Contributions to Educational 
Literature 
According to Redding, there is a need for studies 
which seek to understand the efficiency of communication 
phenomena within large organizations.^" This study sought 
to contribute towards this end. 
The study's findings may also answer, clarify or 
amplify solutions to questions researchers have concerning 
communication channels, specifically written memoranda as 
they relate to or impact on organizational effectiveness. 
While organizational-communication research has 
included laboratory and field experiments, surveys and 
descriptive field studies, there have always been some 
questions about the degree of application of the results of 
1Charles Redding, "Human Communication Behavior in 
Complex Organizations: Some Fallacies Revisited," in 
Perspectives on Communication, ed, C. E. Larson and F. E. 
X. Dance (Milwaukee: University of Wisconsin, Speech 
Communication Center, 1966), pp. 99-112. 
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these studies.^- It is believed that this research may 
offer a great possibility for increasing understanding of 
communication channels within large settings, and, more 
specifically, within urban school systems. 
'Ibid,, p, 108. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
Introduction 
Literature on the broad topic of communication is 
extensive and has been researched from the perspectives 
of the humanities, the social sciences, business admin¬ 
istration, law and engineering and education. However, 
literature in the area of written communication is very 
limited and information is global. 
Organizational effectiveness has been the focus of 
increasing interest. In an era of growing dependence on 
organizations, social scientists as well as organizational 
managers, and other interested parties have become interested 
in the problem of what accounts for organizational 
effectiveness. 
The literature reviewed for this study focuses on: 
Theories on Perceptions, Historical Research on Organiza¬ 
tional Communication, Memoranda as Communication Channels 
and their Relationship to Organizational Effectiveness. 
Theories on Perception 
Perception is a complex process involving complex 
orienting activity, a probabilistic structure, an analytical 
-11- 
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structure, an analysis and synthesis of perceived features 
and a decision-making process. In short, perception is a 
complex process structurally similar to the processes 
underlying more complex cognitive activities.^" 
The American psychologist, Jerome S. Bruner, has 
correctly noted that every perception is an inherently 
complex, active process of assigning incoming information 
to a familiar category, an event intimately involved with 
the abstraction and generalization functions of language. 
The human eye can distinguish up to two or three million 
different hues, but a human being has only twenty or 
twenty-five color names; a person perceiving a particular 
hue isolates its primary feature and assigns it to a color 
category. The same holds true of the perception of 
geometrical shapes, which rarely match the geometric ideal 
Human perception must therefore invariably include the 
tasks both of isolating the essential features of a shape 
and of ascribing it to the most similar geometrical 
category. All computer simulations of perception involve 
a complex process of analysis and synthesis including 
"decision making", which assigns any given shape to a 
particular structural category. Once recognized that 
perception is a complex cognitive activity employing 
P. H. Lindsay and D. A. Norman, Human Information 
Processing; An Introduction to Psychology iNew iork: 
American Press, 1972), pp. 42-84. 
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auxiliary devices and involving the intimate participation 
of language, one must radically alter the classical notions 
of perception as an unmediated process depending only on 
the relatively simple laws of natural science.^ 
It can thus be concluded that, structurally, per¬ 
ception depends on historically established human practices 
that can alter the system of codes used to process incoming 
information and can influence the decision assigning the 
perceived objects to appropriate categories. One can then 
treat the perceptual process as similar to graphic thinking: 
it possesses features that change along with historical 
development. 
While Bruner is considered one of the chief architects 
of a tradition in the study of perception, his approach 
diverged from more traditional approaches to the study of 
perception in at least three ways. First, a basic tenet 
of the work of Bruner, his collaborator, Leo Postmen, and 
their colleagues, Gardner Murphy, Nevitt Sanford, Muzafer 
Sherif, George Klein, as well as others, is that perception 
is not an isolated, independent system but rather one that 
interacts with a host of other psychological systems. 
Perception, according to this view, is not only a product 
S. Bruner, "Going Beyond the Information Given," 
in Contemporary Approaches to Cognition: A Symposium 
held at the University of Colorado (Caitforidge: Harvard 
University Press, 19571, p. 6. 
^Ibid., p. 7. 
-14- 
of autochthonous or stimulus determinants but also of 
experiential, motivational, personal, and social factors 
as well. Second, in the tradition of Egon Brunswick, 
Burner has underlined the functional nature of perception. 
The perceiver is not seen as a passive and indifferent 
organism but rather as one who actively selects information 
forms perceptual hypotheses and on occasion distorts the 
input in the service of reducing surprise and of attaining 
valued objects. Third, Bruner has argued that perception 
is an activity that is fundamentally of the same nature 
as concept attainment and the other higher mental processes 
Thus, perception can be viewed as an act of categorization 
which, though possibly silent or unconscious, is based 
upon an inferential leap from cue to class identity and 
which appears to be the product of a strategy comprised of 
a series of decisions.^- 
Perception involves an act of categorization. Put 
in terms of the antecedent and subsequent conditions from 
which one makes inferences, it stimulates an organism with 
some appropriate input and one responds by referring the 
2 input to some class of things or events. All perception 
is generic, in the sense that whatever is perceived is 
placed in and achieves its meaning from a class of percepts 
^"Jerome S. Bruner, "On Perceptual Readiness," 
Psychological Review 64 (1957): 123. 
2Ibid. 
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with which it is grouped. To be sure, in each thing 
encountered there is an aspect of uniqueness, but the 
uniqueness inheres in deviation from the class to which 
an object is assigned. Analytically, let it be noted, 
one may make a distinction, as Gestalt theorists have, 
between a pure stimulus process and the interaction of 
that stimulus process with an appropriate memory trace— 
the latter presumably resulting in a percept that has an 
identity.^ 
A second feature of perception, beyond its seemingly 
catégorial and inferential nature, is that it can be 
described as varyingly vertical. This is what has 
classically been called the representative function of 
perception: metaphysical hodgepodge of a statement, but 
one which we somehow manage to understand in spite of its 
confusion. We have long since given up theories of 
representation which hold that perception is predictive 
in varying degrees. That is to say, the object that we 
see can also be felt and smelled and there will somehow 
be a match or a congruity between what we see, feel and 
smell. Or, to paraphrase a younger Bertrand Russell, 
what we see will turn out to be the same thing should we 
2 
take a closer look at it. 
^Ibid., p. 167. 
2 
C. S. Pierce, "How to .Make our Ideas Clear," 
Popular Science 'Monthly 12 (.19 78): 286. 
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Perception is extremely important in interpreting 
the written word. Even though you may select appropriate 
words, eliminate vague and abstract words, and write 
concisely, your writing may not accomplish what you 
intend because readers may perceive word meanings dif¬ 
ferently. A word is a written symbol that is given meaning 
by its use in communication. Readers often apply emotions 
to words that affect their understanding by creating an 
inappropriate or unusual meaning.^ 
In summary, most theorists agree that a wide range 
of definitions has been used to define what perception 
actually is. Theorists seem to agree that there is a need 
for further clarification and understanding of this concept 
because an analysis of certain features of perception may 
help to provide fairly clear evidence about the historical 
shaping of psychological and/or other processes. 
Historical Research on Organizational 
Communi ca ti on 
The process of communication is the dynamic trans¬ 
mission of meaning from one person to another. For it 
to be successful, the information must not only be imparted, 
but it must be understood. Accordingly, the speaker who is 
not heard or the writer who is not read, does not 
^"Zane K. Quible, Margaret H. Johnson, and Dennis L. 
Mott, Introduction to Business Communication (Englewood 
Cliffs, New Jersey: Prentice-Hall, Inc., 1981), p. 24. 
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coinmunicate; and only when one is understood has communica¬ 
tion taken place.^ 
Perfect communication exists when a thought or idea 
is transmitted so that the mental picture perceived by the 
2 
receiver is exactly what is envisioned by the sender. 
The famous Hawthorne studies provided the initial 
impetus for the field of organizational communication. 
Although not concerned with communication, per se, these 
studies emphasize the role of communication in organiza¬ 
tional effectiveness. Conducting in-depth interviews with 
21,000 employees, a Harvard Business research team launched 
what might be termed the first scientific analysis of human 
3 
communication behavior m a complex organization. Follow¬ 
ing the Hawthorne research, a second significant thrust 
for the field was provided in the writings of management 
practitioner and theorist Chester Barnard. He contended 
that the first function of the executive was to establish 
4 
and maintain a system of communication. 
Alexander Heron advanced a philosophy of communication 
which viewed the concept as one of sharing, rather than 
■^Ibid. , p. 39. 
2 Stephen P. Robbins, Managing Organizational Conflict: 
A Nontraditional Approach (Englewood Cliffs, New Jersey: 
Prentice-Hall, Inc., 1974), pp. 31-32. 
3 
Richard W. Budd and Brent D. Ruben, Approaches to 
Human Communication (Rochelle Park, N.J.: Hayden Book 
Company, Inc., 1967), p. 19. 
4 
Chester Barnard, The Functions of the Executives 
(Cambridge, Mass: Harvard University Press, 1938), p. 223. 
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persuasion or propaganda. His philosophy of communication 
had significant impact on the later writings and thoughts 
and played a major role in the "human relations" movement 
of the 1940s.3 It was during the same period that research 
by PaulPigors began to stress the reciprocal, two-way 
nature of organizational communication, vertical and 
2 
horizontal. Communication is achieved through both words 
and actions. Through these words and actions, administra¬ 
tors can strongly influence levels of conflict. This is 
particularly true at the top administrative levels within 
an organization. The attitude at the top has dramatic 
impact on the behavior of all other organizational members.^ 
Basically, communication is the process by which 
ideas and information are transmitted from one place to 
another or from one person to another. The total field of 
communication research embraces work in electronics, tele¬ 
communications, computers, linguistics and a dozen other 
disciplines. The Foundation for Research on Human Behavior 
is concerned with one corner of the field of communication 
research—research on human communication systems, the 
Alexander Heron, Sharing Information with Employees 
(Stanford, CA: Stanford University Press, 1942), p. 16. 
2  
Paul Pigors, Effective Communication in Industry 
(New York: National Association of Manufactures, 1949), 
p. 78. 
3Ibid., p. 79. 
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transraission of ideas and information from one mind to 
another.^ 
Any functioning communication system, from the 
simplest to the most complex, is made of a sender, a 
message and a receiver. The effectiveness of the system 
depends on all three. The system can break down because 
the sender is ineffective, the message is ambiguous, or 
the receiver either fails to hear or distorts what he 
hears . 
Most attempts to define organizational communication 
2 
are either source oriented or receiver oriented. Source- 
oriented definitions emphasize the role of the sender in 
a communication transaction, while receiver-oriented 
definitions stress the role of the message recipient. An 
example of a source-oriented definition that highlights 
the encoding process is cited by G. R. Miller. He contends 
that communication takes place when a source transmits a 
message to a receiver with conscious intent to affect the 
receiver's behavior. The distinguishing characteristic 
of Miller's definition is "conscious intent." In other 
words, communication is purposeful. It takes place when 
one attempts to influence another person's or group's 
behavior or thinking through a message. The message may 
■^Foundation for Research on Human Behavior, Communi¬ 
cation in Organzations (Ann Arbor, Michigan: Edward 
Brothers, Inc., 1959), p. 1. 
^John R. Wenburg and William W. Wilmot, The Personal 
Communication Process (New York: John Wiley and Sons, 
Inc., 1973), p. 41. 
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cons ist of either verbal or nonverbal symbols or both. 
The element of "message" in the definition eliminates 
coercion or forced compliance. Obivously, Miller does 
not agree that "all communication" is only that type of 
persuasive communication that meets the requirements of 
his definition. His definition is an attempt to place 
boundaries on the type of communication that is of central 
concern to the speech scholar, and as such, it has a great 
deal of utility. The criterion of conscious intent, 
however, makes this a source-oriented definition. The 
definition identifies communication as "attempted purpose- 
2 
ful persuasion" on the part of a source. 
Stevens has defined communication as "receiver 
oriented." According to Stevens, communication is the 
3 
discriminator's response of an organism to a stimulus. 
This definition is more inclusive than Miller's definition. 
Many instances of both human exchange that are excluded 
from the Miller perspective can qualify as communication 
under this definition. However, conflicting opinions about 
communication have existed for centuries and research 
related to the issue must continue. 
The preceding definitions view communication as 
interaction. Miller's definition, which requires discrete 
^"Gerald R. Miller, "On Defining Communication: 
Another Step," Journal of Communication 26 C1966): 88-89. 
2Ibid., p. 99. 
3 
S. S. Stevens, "Introduction: A Definition of 
Communication," The Journal of the Accoustical of America 
XXII (November 1950): 689. 
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decoding behavior, both visualize communication as a series 
of actions and reactions. The encoding and decoding 
elements of communication are not discrete, but are 
spontaneous and simultaneous within an individual and 
among individuals linked in a communication event. 
Stated another way, communication is any effort to 
acquire understanding. Thus, communication (attempts to 
get meaning) is a personal transactional process. It is 
"personal" because the meaning or understanding is based 
upon the sender's and receiver's individual experiential 
backgrounds. It is "transactional" because it involves 
two or more persons. It is a "process" because it is 
affected by the stimulus-response reaction and it affects 
the behavior that follows.'*' 
In summary, there have been at least two significant 
shifts of focus since behavioral scientists began to study 
communication in organizations. These new perspectives 
have generally followed and paralled similar changes in 
the more inclusive area now called organizational behavior. 
The early body of knowledge sprang from business, 
industry, and military organizations. These groups could 
afford, and are willing to sponsor, behavioral research. 
They employed professionals who could apply concepts from 
psychology, sociology and other behavioral sciences. By 
^Ihid., p. 690. 
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1960, many other types of organizations began to feel the 
impact of behavioral research. Government, education and 
religious bureaucracies faced pressures similar to earlier 
pressures on business, industry, and the military because 
of technological change. The changes of focus in organi¬ 
zational communication have been dramatic and are still in 
process. 
Memoranda as Communication 
Channels 
Research by Walzlawich, Beavin and Jackson, indicates 
that organizations within our society manage 65 to 70 
percent of their business through memoranda.^ 
Written communication is usually fast, accurate, and 
inexpensive. To secure maximum impact, a combination of 
oral and written communication must be used—with the 
2 
heaviest reliance being placed on the written media. One 
company which uses a combination of both meida in superb 
proportions astutely prescribes the following roles for 
each : 
Primarily, we use oral communication-- 
downward and upward through the chain 
of command—to integrate the functional 
work of the organization, although for 
best results, we must supplement it with 
1Paul Watzlawich, Janet H. Beavin and Don D. Jackson, 
Pragmatics of Human Communication CNew York: W. W. Norton 
and Company, Inc., 1967), pp. 48-59. 
2 ... 
Willard 17. Merrihue, Managing By Communication 
(New York.: McGraw-Hill Book Company, Inc., 1960), p. 179. 
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written communication (orders, 
procedures, reports, etc.). 
We rely almost entirely on written 
communication to cover the broader 
and more complex aspects of the business, 
economic matters, labor relations, salary, 
wage, and benefit practices, etc., which are 
more subject to distortion.! 
The physical distance between superior and subordinate 
impedes upward communications in several ways. Communica¬ 
tion becomes difficult and infrequent when superiors are 
isolated so as to be seldom seen or spoken to by higher 
levels. In large organizations, executives are located 
in headquarters or divisional centers at points not easily 
reached by their subordinates. In smaller organizations, 
their offices are sometimes remotely placed, or they hold 
2 
themselves needlessly inaccessible. 
Therefore, the management team in every commercial 
or educational enterprise faces the persistent problems of 
lowering or removing barriers to its internal communication 
3 
through direct personal speech and writing. 
It is not enough to understand the communication 
systems in an organization. The manager must also know the 
^"Ibid., p. 189. 
2 
Richard C. Huseman, Cal M. Logue, and Dwight L. 
Freshley, Readings in Interpersonal and Organizational 
Communication (Athens, Georgia: University of Georgia, 
1975), p. 99. 
^McLauqhlin, Blum, and Robinson, Communication, 
p. 55. 
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major barriers that operate within any communication system. 
Chief barriers among these include: 
1. Distance—In most organizations, supervisors 
are physically at a distance from those 
supervised. Infrequent face-to-face super¬ 
vision creates difficulties. Often managers 
spend much time seeking gadgets, gimmicks, 
techniques and systems to overcome this 
communication problem. There is no easy 
solution—improvement is bought at a 
heavy price. 
2. Distortion—When problems come to the 
attention of the manager, they often are 
quite complex and very diffused. Too often 
he does not get the communication problem 
when it is simple, readily identifiable, 
and remediable. When he does get it, 
many persons have said many things over a 
long period of time, and it is extremely 
difficult to separate factual data from 
feelings, emotions, and psychological 
distortions. It is helpful for the 
manager to recognize that often, in com- 
mumication, he is not managing people, 
processes, materials, or functions, but 
rather the perceptions, needs and 
prejudices of people. 
3. Lack of Leveling—Subordinates often find it 
difficult to "level" with their manager. 
If the actions of the manager have resulted 
in faulty operations it is difficult to 
communicate this information to him 
without fearing how he will react. 
4. Lack of Trust—What will consistently be 
communicated will in large part depend upon 
what the subordinate believes the manager 
has done with previously reported information. 
If, for example, bad news previously reported 
resulted in a "dressing down", little future 
bad news will be reported. Or, if the 
subordinate senses that nothing he reports 
is acted upon, he will stop communicating. 
Inaccessibility—If the manager is 
inacessitie, physically or psychologically, 
communication attempts will fall off. 
5. 
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6. Type of Organization—The nature of the 
organization will affect communication. 
For example, the distance between the 
policy formulators and the action 
implementors may be too great. Those who 
implement a policy may have no role in 
establishing or making the decision and 
as a result, feel little responsibility 
for it. 
7. Communication Gap—There may be a defect 
Tn the formal network of communication. 
The organization and its system of com¬ 
munication may be large and complex. 
Sometimes there is a gap in the communica¬ 
tion chain that has gone undetected. One 
element in the "chain" which has fallen 
down on its communication job creates a gap. 
This gap will need to be bridged to make 
communication function properly. 
8. Lack of Clear Responsibilities — The re may 
be status and role ambiguities. When we 
feel that we have low status, we may 
became overly critical of our ideas and tend 
to inhibit them. Conversely, if we have high 
status, we may fail to listen to and weigh 
carefully the ideas of others. If we are 
inconsistent in our leadership roles, we are 
apt to find that this lack of predictability 
creates confusion and errors of response. 
The manager can check distribution. Many 
role problems can be traced to lack of 
clarity, either written or verbal. 
9. Paper Channels—A study of the organizational 
chart may be m order to determine which 
formal channels are being used and which 
exist only "on paper." As a general guide, 
the informal and work-relationships 
communication networks can often give ideas 
for analyzing and modifying; the formal 
networks can form the basis for new channels 
or groupings in the formal network. 
10. Semantic Differences—There may be language 
or semantic differences. Sometimes we are 
blocked by our failure to understand clearly 
the words or terms used. There are the 
different connotations and meanings accorded 
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words in various sections of the country, 
and by different racial, occupational and 
other groups. Even within a single organi¬ 
zation, these factors often blur under¬ 
standing between occupational and 
professional groups. The manager can alert 
staff to these differences and review 
terminology used in communications to the 
different occupational groups—such as 
written forms, meeting formats, and the 
type and extent of verbal orders. 
11. Personal Incompatibility—Sometimes 
personality clashes create communication 
blocks; sometimes issues are personalized, 
rather than treated in terms of organizational 
or task needs. Sometimes there are power 
struggles to gain control of a group or a 
situation, with the result that communication 
becomes almost non-existent. The manager 
can identify and analyze stress points 
(noticeable tension or open conflict) to 
determine causes. It is important to 
remember that while some conflicts are 
conscious, many are not consciously 
recognized by the participants.! 
Memoranda exist to get information on the record. 
Memoranda specify clearly and exactly what is required 
2 
and they usually carry a signature or initial. 
The memorandum, or memo, as it is often called, is 
unique to American business and industry. It is used 
primarily in interorganization correspondence. The memo 
may be very brief, or it may extend to a number of pages, 
depending npon the nature of the message or directive. 
There is no special format for a memorandum, since each 
organization establishes a form to suit its particular needs 
^Ibid., p. 89. 
2 ... 
Clarence A. Andrews, Technical and Business Writing 
(.Boston: Houghton Mifflin Company, 1975) , p. 18. 
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or preferences. Each form, however, will usually include 
a place for the sender, the recipient, the subject, and 
the date.l 
Memoranda usually carry headings which include 
(a) the name of the organization, (b) the title Inter¬ 
office Memorandum (or Interoffice Memo), and (c) the guide 
words: To, From, Subject, and Date. If the organization 
has several divisions or has offices in several locations, 
the heading might include the following additional guides: 
2 
Department, Location, and Telephone Extension. 
Regardless of the form and the tone of the memorandum 
its main purpose is to convey a message. It should be as 
brief and to the point as possible without being curt or 
skimpy. Like a letter, a memorandum attempts to sell a 
point of view; for example, a memo may be used to "sell" a 
superior on the need for something. A memo, however, is 
3 
usually more economical in its use of words than a letter. 
A typical memo contains three elements: (1) state¬ 
ment of purpose, (2) a message, and (3) a statement of 
future actions to be taken. The interoffice memorandum 
gives chances for personal achievement through varied 
channels. Chiefly, it is likely to be concerned with: 
^Tom E. Wirkus and Harold P. Erickson, Communication 
and the Technical Man (Englewood Cliffs, New Jersey: 
Prentice-Hall, Inc., 198QJ., pp. 84-85. 
2 
Marie Stewart, Frank W. Lanham, and Kenneth Zimmer, 
College English and Communication (New York: McGraw-Hill 
Book Company, 1975) , p"! 384. 
^Ibid., p. 388. 
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instructions, recommendations or suggestions, information 
distribution, and responses to others' memoranda. 
Memoranda are usually clear and concise, signed and dated, 
organized and result-oriented.^ 
Relationship of Memoranda to 
Organizational Effectiveness 
Interest in organizational effectiveness is not a 
recent phenomenon. Since Adam Smith, society has tried to 
organize human activity to yield the highest output. 
However, literature on this topic is still in a preliminary 
state and studies are needed to help solidify definitive 
theories because there is no agreement on a definition for 
organizational effectiveness. The number of definitions 
varies with the number of authors who have been preoccupied 
2 
with the concept. 
While there are questions about the whole concept of 
organizational effectiveness, theorists in the field tend 
to agree that poor organization affects individuals and 
group performance. They further agree that a lack of com¬ 
munication, unclear goals and confused planning can 
^Norman G. Skiddle, The Art of Successful Communica¬ 
tion (New York, N.Y.: McGraw-Hill Book Company, 196 5) , 
p. 160. 
2 
P. S. Goodman and J. M. Pennings, "Perspectives and 
Issues: An Introduction," New Perspectives on Organiza¬ 
tional Effectiveness (New York: Harper & Row Publishers, 
1979), p. 4. 
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lead to low morale and marginal organizational per¬ 
formance. ^ 
Not too many years ago, Campbell and his colleagues 
attempted to make a list of the criterion measures of 
organizational effectiveness that have been used. This 
list included thirty variables that are proposed as 
. 2 serious indices of organizational effectiveness. In¬ 
formation management and communication were included among 
this list. Campbell contends that completeness, 
efficiency, and accuracy of information are critical to 
organizational effectiveness."^ 
While Thayer agrees, he believes that organizations 
establish and maintain themselves through communication 
with their environments and amongst their parts. This 
insightful belief provides a viable approach to organi¬ 
zational communication's effectiveness: the concept of 
coramunication as (1) the primary means by which organiza¬ 
tions select, control and coordinate the activities of 
human and material resources internally, and (2) the primary 
^Richard B. Johnson, Determining Training Needs 
(Pittsburgh, PA: Consolidated Natural Gas Service 
Company, Incorporated, 1960), pp. 102-136. 
2 
John P. Campbell, The Measurement of Organizational 
Effectiveness: A Review of Relevant Research and Opinion, 
Final Report, 1974, Navy Personnel Research and Development 
Center Contract N0Q022-73-C—0023 CMinneapolis: Personnel 
Division, 19741. 
^Ibid., p. 36. 
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means by which organizations respond and adapt to the 
external environment within which they function.-1 
Considering the implications of so broad a per¬ 
spective in organizational communication, one may con¬ 
clude that there are few aspects of an organziation's 
development which are not related in some way to its 
systems of communication. An organization's communication 
system determines so much of its function that the 
organization and the systems are often difficult to 
separate and in most instances written communication 
through the use of letters or memoranda become the mode 
2 
through which information is transmitted. 
Gilmer and Forehand contend that those characteris¬ 
tics that distinguish one organization from another 
organization constitute its climate. The whole organi¬ 
zational climate affects the behavior of people and that 
is in effect what people react to--the whole context of 
stimulation of the environment where one works. Com- 
munciation in their opinion should be one of the most, 
if not the most, important components within an 
1Lee Thayer, Communication and Communication 
Systems (Homewood, Illinois: Irwin, 1968), p. 24. 
2 
Ronald Smith, Gary Richetto and Joseph Zima, 
"Organizational Behavior: An Approach to Human Communi¬ 
cation," in Approaches to Human Communication, eds. 
Richard Budd and Brent Ruben (Rochelle Park, N.J.: Hayden 
Book Company, 1972), p. 270. 
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organization because it affects not only the behavior of 
individuals, but also how organizations themselves inter¬ 
act. ^ 
The typical business organization of today is one in 
which the principal officers are out of physical contact 
with the routine activities of production, selling and/or 
service delivery. Thus, top level administrators must 
rely very heavily on communication, especially written 
communication. From these written reports inferences must 
be drawn which are necessary to keep abreast of what is 
2 
going on in and around the organization. 
McLaughlin and others listed the following guidelines 
for managerial communication: (1) Communication is a basic 
responsibility of management, (2) Effective management 
communication depends on an understanding of human 
psychology, (3) Modern management is a team effort which 
recognizes the need for full participation at all levels of 
authority, (.4) Managerial communication must be sharply 
defined and implemented in a systematic manner, and (5) 
The solutions for the communication problems of management 
lie in the adjustment of the communication process to fit a 
specific situation.^ 
^Von Haller Gilmer and Garlie A. Forehand, "Recent 
Reserach on Organizational Climate," Training Directors 
Journal 18 (.July 1964)L: 2. 
2 
McLaughlin, Blum, and Robinson, Communication, p. 50. 
^Ibid., pp. 51-53. 
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Organizations that strive to be effective choose 
communication channels that will most effectively present 
their ideas. Some companies have their own report forms 
which tend to provide a suitable format for which 
information is communicated. Usually the memorandum, a 
short informal message that is used among employees of the 
same company, the least formal of written reports, is the 
communication mode most frequently used in businesses.^" 
Within organizations, memo reports provide information 
for decision making. Because it usually remains inside the 
organization, the memorandum may be less formal in tone 
and format; the writer may assume that the reader is 
. . . 2 
familiar with many of the facts and terms. 
The memorandum has a primary function within the 
organization, however, and that is to contribute to clear 
organizational communication. As such, it should be written 
not only with a sensitivity to the reader but also with a 
desire to accomplish the communication task. The memorandum 
is a tool to improve communication. It was intended as a 
device to carry written information from one station to 
another or to several others.^ 
^"Carmilla E. Mansfield and Margaret H. Bahniuk, 
Written Business Letters and Reports (Indianapolis: Bobbs- 
Merrill Educational Publishing Co., 1981), p. 246. 
2Ibid., p. 247. 
"^William C. Himstreet and Wayne M. Baty," Business 
Communication (Belmont, California: Wadsworth Publishing 
Company, 1973), pp. 377-380. 
-33- 
Summary of Review of Literature 
Although there is not a vast amount of research that 
deals with the four subtopics reviewed in this study, there 
appears to be a direct relationship between the types of 
communication channels used and an organization's 
effectiveness. Studies by Thayer, Gilmer, McLaughlin, 
Blum and Robinson seem to support this point; especially 
does this appear to be the case with written communication. 
Studies by Mansfield and Bahniuk strongly support this 
contention. 
The latest studies by Thayer, Gilmer and Forehand, 
Redding, McLaughlin, Blum and Robinson indicate that 
without question, communication is the ingredient which 
makes organizations possible. It is the vehicle through 
which the basic management functions are carried out. 
Administrators direct through communication; they co¬ 
ordinate through communication; and they staff, plan and 
control through communication. Hardly an action is taken 
in any organization without communication leading to it. 
Redding and Gilmer and Forehand's latest works are 
closely based on the idea that studies should continue 
over the years so that results and benefits could become 
more valuable from one era to another. They further 
advocate that better use of our understanding of written 
organizational communication would be greatly enhanced if 
we would go beyond the traditional categories and study the 
overall climate of the organization. 
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The literature further pointed out that one's per¬ 
ception has a direct affect on how one feels about the 
communication channel. Lastly, the literature revealed 
that communication with organizations seems to be shifting 
and bringing new impetus to the study of organizational 
behavior. 
The written communication process seems to be con¬ 
sidered by all authorities as crucial to organizational 
existence. The dynamic give-and-take, two-way mix of 
written and oral communication is the activity that is the 
heart of an organization’s effectiveness. In spite of the 
awareness of the need for effective communication it con¬ 
tinues today to be as elusive as the unicorn. 
CHAPTER III 
RESEARCH PROCEDURES AND METHODOLOGY 
Introduction 
This chapter describes the research design and methods 
used in conducting the study. The chapter consists of 
four sections which consider respectively the sampling 
procedures, a description of the subjects, the selection 
procedure and the instruments employed in treating the 
data. 
Sampling Procedures 
The associate superintendent of the urban school 
system used in the study distributed a copy of the 
instruments used to collect the data at a monthly prin¬ 
cipals* meeting. A brief presentation was made by the 
investigator in which the instruments were explained and 
questions were answered. 
-35- 
-36- 
A total of ninety-nine packets (which included the 
two instruments and a self-addressed envelope) were dis¬ 
tributed. Seventy principals responded. 
Upon return of the instruments, the investigator 
tallied the responses and assigned a total score to each 
subject's instruments based on the procedures used for 
scoring them. Two scores were recorded for each subject. 
The first score reflected subjects' responses to the 
Checklist of Communication Practices Within Management 
and the second score reflected the Memorandum Rating Scale. 
The data were recorded on computer cards and machine 
scored. The data were analyzed and interpreted. 
Description of the Subjects 
The participants used in this study consisted of 
seventy principals of schools in an urban school system. 
The participants were rated by their supervisors as 
follows: (1) excellent, (2) average, and (3) other 
(needing improvement). In the "excellent” group, there 
were forty-eight males and seven males. In the "average" 
group, there were ten males and one female. In the "other" 
group, there were three males and one female. Their 
experiential backgrounds were as follows: (1) the 
"excellent" group had 11.627 and 13.7 mean years experi¬ 
ence as a principal and teacher, respectively; (2) the 
"average" group had 10,364 and 10,455 mean years of 
experience as a principal and teacher, respectively; and 
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(3) the "other" group had 6.500 and 13.000 mean years of 
experience as a principal and teacher, respectively. 
Fourteen of the "excellent" principals were assigned to 
secondary schools and forty-one were assigned to elemen¬ 
tary schools making a total of fifty-five. Two of the 
"average" principals were assigned to secondary schools 
and nine to elementary schools making a total of eleven. 
Two of the "other" principals were assigned to secondary 
schools and two to elementary schools making a total of 
four. 
Selection Procedure 
At a monthly meeting of the school system's prin¬ 
cipals, the associate superintendent distributed copies 
of the instruments to these principals. Seventy prin¬ 
cipals responded. These became the participants for this 
study. 
Instruments 
Two instruments were used in this study. One was 
the Checklist of Communication Practices Within Management, 
developed by McLaughlin, Blum, and Robinson, in 1964. It 
contains fifteen items and used a Likert-type scale. This 
checklist was validated and reliability was established 
by McLaughlin in 1964. 
The other instrument was developed by the writer. 
It was designed to gather data on memoranda, distributed 
by school administrators to school principals. The model 
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of Graves, Andrews, Bates, and Shiddle was used to 
describe elements of excellent memoranda. Six negative 
and six positive adjectives were included. Two points 
were assigned to each positive adjective and one to each 
negative adjective. 
CHAPTER IV 
PRESENTATION AND ANALYSIS OF DATA 
Introduction 
This chapter presents data obtained and analyzed 
from the seventy principals, all of whom are employed by 
the urban school system, who responded to the two instru¬ 
ments used in the study. The instrument, Checklist of 
Communication Practices Within Management, developed by 
McLaughlin, Blum and Robinson, in 1964, was used to collect 
data related to organizational effectiveness. The 
Memorandum Rating Scale was developed by the investigator 
of this study and is designed to gather data on memoranda 
sent by school administrators to school principals. 
Table 1 contains descriptive information about the 




RATINGS, YEARS OF EXPERIENCE, SEX AND LEVEL 
Mean No. of 
Yrs. of 
Experience Sex 
Ratings P T Male Female S Secondary Elem. Totals 
Excellent 11.627 13.700 48 7 55 14 41 55 
Average 10.364 10.455 10 1 11 2 9 11 
Need 
Improvement 6.500 13.000 3 1 4 2 2 4 
Totals 61 9 70 18 52 70 
The data in table 1 show that the majority of the 
principals participating in this study was rated as 
"excellent", they were males, and principals of elementary 
schools. 
Tables two, three and four contain information 
about the principals' ratings of the items in the question¬ 
naire . 
TABLE 2 
RATINGS OF ITEMS BY PRINCIPALS RATED 
TO BE EXCELLENT 
Item Ratings 
Item 12345 
1 3 3 5 25 24 
2 7 9 9 18 12 
3 14 15 9 12 4 
-41- 
TABLE 2--Continued 
Items 1 2 
Item Ratings 
3 4 5 
4 2 11 5 29 7 
5 3 10 9 25 8 
6 6 12 6 23 9 
7 9 33 3 10 1 
8 1 16 5 24 12 
9 5 9 7 24 10 
10 3 7 4 24 15 
11 6 10 4 27 9 
12 4 6 6 33 7 
13 2 8 6 28 12 
14 5 11 10 28 12 
15 6 3 0 20 25 
RATINGS OF 
TABLE 3 
ITEMS BY PRINCIPALS RATED 
TO BE AVERAGE 
Item Ratings 
Item 1 2 3 4 5 
1 1 1 1 5 3 
2 2 1 1 5 2 
3 3 5 1 2 0 
4 1 0 2 8 0 
5 0 0 1 9 1 
6 1 3 1 4 2 





2  3 4 5 
8 1 0 0 7 2 
9 1 0 2 7 1 
10 1 0 0 7 3 
11 1 1 2 5 1 
12 1 0 0 10 0 
13 1 1 3 5 1 
14 1 3 1 5 1 
15 1 0 0 5 5 
TABLE 4 
RATINGS OF ITEMS BY PRINCIPALS RATED 
TO NEED IMPROVEMENT 
Items 1 
Item Ratings 
2 3 4 5 
1 0 0 0 3 1 
2 1 1 0 0 3 
3 1 1 1 0 0 
4 0 0 0 4 0 
5 0 0 0 3 1 
6 0 0 0 3 1 
7 0 4 0 0 0 
8 0 0 0 2 2 
9 0 0 0 1 3 
10 0 0 1 1 2 




Items 1 2 3 4 5 
12 0 0 0 3 1 
13 0 0 0 1 3 
14 0 0 1 1 2 
15 0 0 0 1 3 
The data in tables 2, 3, and 4 reveal one salient 
trend, namely, that the majority of the principals, in all 
groups had favorable opinions of the checklist question- 
naire. 
The information in table 5 reveal the "excellent” 
principals' opinions of the memoranda. 
TABLE 5 
EXCELLENT PRINCIPALS' OPINIONS 
OF THE MEMORANDA 
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(0 CD co 
CD N *H 
iH ■H o 





1 50 50 50 
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4 49 50 49 
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5 53 54 50 54 55 45 2 1 5 1 0 10 
6 51 52 50 53 51 44 4 3 6 2 3 13 
7 49 49 48 51 53 46 6 5 6 4 2 9 
8 48 46 43 50 50 40 7 9 12 5 5 15 
9 49 47 48 49 48 43 6 7 8 4 9 12 
10 53 50 50 53 51 42 2 5 5 2 4 13 
501 494 475 522 516 426 50 55 29 29 35 129 
The data in table 5 show a high level of agreement 
between the "excellent" principals regarding their opinions 
of the memoranda. 
Table 6 contains information about the "average" 
principals' opinions of the memoranda. 
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TABLE 6 
AVERAGE PRINCIPALS' OPINIONS 
OF THE MEMORANDA 
P T3 CD TJ T3 4J a) p T3 CD TJ CD 
<0 <D tn 0) CD c c <0 (1) to 0) CD e 
CD N •H c •P (0 0 0) N 0 c +J 0 
PH •H u O' (0 01 EH i—H •H J3 O' (0 o c c -H Q (0 u c P •H Q 
(0 0 to 0) d (0 0) CO -p 
o> u r-i D tn > c 4J u 
p Cn P D O 0 




1 11 11 11 11 11 10 1 1 
2 10 10 11 11 11 8 1 1 3 
3 11 11 11 10 11 10 1 1 
4 11 11 11 11 11 10 1 
5 10 10 10 10 11 11 1 1 1 1 
6 11 10 11 11 11 10 1 1 
7 11 10 10 10 11 9 1 1 1 2 
8 10 11 11 10 11 10 1 1 1 
9 11 11 11 10 11 9 1 2 
10 11 11 11 11 11 9 2 
107 106 108 105 110 96 3 4 2 6 0 14 
TABLE 7 
OTHER PRINCIPALS' OPINIONS 
OF THE MEMORANDA 
p n CD TJ TS •P CD P T3 CD 'C T3 CD 
<0 CD tn CD CD d d (0 CD tn CD CD d 
CD N *H d ■P 0 0 CD N 0 d ■P o 
r—1 -H u O' <0 tn EH r—1 •H X3 o> ta EH 
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1 4 4 4 4 4 2 4 
2 4 4 4 4 4 3 2 
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TABLE 7—Continued 
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3 3 3 2 3 4 4 1 1 2 1 
4 4 4 4 4 4 3 
5 3 3 3 4 4 4 1 1 1 
6 4 4 4 4 4 3 
7 4 4 4 4 4 3 
8 4 4 4 4 4 3 
9 4 4 4 4 4 3 
10 3 3 3 4 4 3 1 1 1 
37 37 36 39 40 31 3 3 4 10 6 
The data in table 7 show consistency between the 
"other" principals' opinions of the memoranda. 
Table 8 contains a summary and comparison of the 
three groups of principals' opinions of the memoranda. 
TABLE 8 
COMPARISON OF PRINCIPALS’ EFFECTIVENESS AND 
UNDERSTANDING OF MEMORANDA 
Principals ' 
F&tinqs 
NS » 1 » 2 % 3 » 4 
Questionnaire Items 
 1 5 i 6 % 7 % 8 % 9 « 10 « ii n 12 % 
Totals 
Responses Percent 
Excellent 55 78.6 501 12.0 494 11.80 475 11.3 552 13.2 516 12.3 426 10.2 50 1.2 55 1.3 29 0.7 29 0.7 34 . 8 129 3.1 3290 78.6 
Average 11 15.7 107 2.6 106 2.5 108 2.6 105 2.5 110 2.6 96 2.3 3 .07 4 .10 2 .05 6 .14 0 .00 14 .33 661 15.8 
Below 
Average 4 5.7 37 .88 37 .69 36 .86 39 .93 40 .96 31 .74 3 .07 3 .07 4 .10 1 .02 0 .00 6 .14 237 5.5 




























































The data in table 8 show a rather consistent pattern 
that characterizes the three groups of principals, namely, 
they focused their attention on such features of the 
memoranda as to their being signed, dated, clear, organized, 
concise, and pleasant in tone. 
TABLE 9 
RESULTS OF THE STATISTICAL ANALYSIS 




S.D. SE.M Diff. SE. df 
Diff. 
t 
Excellent 116.933 49.401 13.202 
vs. 93.664 13.529 14 6.923** 
Average 23.269 11.060 2.956 
Excellent 116.933 49.401 13.202 
vs. 102.066 13.240 14 7.544** 
Other 14.867 4.048 1.082 
Average 23.269 11.060 2.956 
vs. 8.392 3.148 14 2.668* 
Other 14.867 4.048 1.082 
** Statistically significant beyond the .01 level 
* Statistically significant beyond the .05 level 
The most salient feature of the data in table 9 
is the fact that there were statistically significant 
differences between the mean levels of responses of the 
three groups. The higher the groups' ratings, the higher 
were the mean levels of their responses. 
Apparently, these principals had acquired a consistent 
pattern of organizing memoranda. This pattern of opinions of 
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memoranda may indicate the familiarity these principals 
have developed over a period of time where these types of 
memoranda have been used to communicate among and between 
principals and between principals, teachers, and higher 
administrators. 
The writer decided to carefully analyze these groups' 
responses by assuming they came from a homogeneous 
population. A chi-square analysis was made. The test was 
for statistically significant differences among these groups 
of principals' opinions of the memoranda ratings. The 
result of this analysis was 32.357 with 22 degrees of freedom. 
At the .05 level of significance, a chi-square value of 
33.924 is required for statistical significance. As a 
result, the conclusion is reached that there were no 
statistically significant differences between these three 
groups of principals' opinions of the memoranda. 
The writer analyzed these data for statistically 
significant differences between their mean levels of 
responses. The mean levels of responses for the ''excellent" 
and "average" principals were analyzed. The t-ratio value 
was 6.923, with 14 degrees of freedom. This value was 
statistically significantly different beyond the .01 level 
of confidence. Also, the mean levels of responses for the 
"excellent" and "other" (those principals rated as "needing 
improvement") were analyzed. The t-ratio value was 7.544, 
with 14 degrees of freedom. This value was statistically 
significantly different beyond the .01 level of confidence. 
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Finally, the mean levels of responses for the "average" 
and "other" principals were analyzed. The t-ratio value 
was 2.668, with 14 degrees of freedom. This value was 
statistically significantly different beyond the .05 level 
of confidence. 
CHAPTER V 
FINDINGS, CONCLUSIONS, IMPLICATIONS, 
AND RECOMMENDATIONS 
Statement of the Problem 
This investigation was done on two issues, namely, 
principals' opinions of written memoranda used by school 
administrators and principals' knowledge of memoranda 
content and supervisors' ratings of principals of an urban 
school system. 
Purpose of the Study 
The purpose of this study was to do the following: 
1. Examine the opinions of an urban school 
system's principals about memoranda 
commonly circulated among administrators. 
2. Examine the opinions of these principals 
about items on a checklist. 
3. Determine the homogeneity of these 
principals as determined by their 
supervisors' ratings of them. 
4. Determine whether the principals' opinions 
of the memoranda and checklist were con¬ 
sistent with their supervisors' ratings 
of them according to quality of performance. 
Limitations 
The limitations listed below are presented for 
readers' interpretations and applications of the findings 
from this study. 
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1. The assumption was made that the respondents 
would offer their honest opinions of the 
memoranda circulated among and between the 
principals and higher administrators in 
this urban school system. 
2. Another assumption was made to the effect 
that these principals were professionals and 
such factors as sex, and grade levels of 
their respective schools would have no 
differential effect upon their opinions of 
those memoranda. 
Subjects 
The subjects used in this study consisted of seventy 
school principals in an urban school system. Sixty-one 
were males and nine were females, thus making a total of 
seventy. Fifty-two were in elementary schools and 
eighteen were in secondary schools. 
* Methodology 
The methodology used in conducting this study con¬ 
sisted of having the supervisors of these principals rate 
them and assign them to categories. Forty-eight male and 
seven female principals were rated as "excellent." Ten 
male and one female principals were rated as "average." 
Three male and one female principals were rated as 
"needing improvement" or "others." The "excellent” group 
had taught an average of 13.700 years and served as 
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principals an average of 11.627 years. The "average” 
group had taught an average of 10.455 years and served as 
principals for an average of 10.364 years. Those 
categorized as "needing improvement" or "others" had 
taught an average of 13.000 years and served as principals 
an average of 6.500 years. 
Instruments 
The instruments used in this study were the Checklist 
of Communication Practices Within Management and the 
Memorandum Rating Scale. 
Summary of Related Literature 
This section contains brief summaries of significant 
points obtained from a reveiw of the pertinent literature. 
Bruner states that perception stimulates an organism 
with some appropriate input and it responds by referring 
the input to a class of things or events.^" 
Pierce quotes Bertrand Russell as having said "what 
we see will turn out to be the same thing should we take 
2 
a closer look at it." 
Quible and Johnson say readers often apply emotions 
to words that affect their understanding by creating 
3 
inappropriate or unusual meanings. 
^Bruner, "On Perception and Readiness," p. 123. 
2pierce, "How to Make our Ideas Clear," p. 286. 
^Quible and Johnson, Introduction to Business Com¬ 
munication, p. 24. 
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According to Wenburg and Wilmot, most people 
attempt to define organizational communication as either 
source-oriented or receiver-oriented.^" 
Stevens describes communication as an effort to 
acquire understanding. The meaning or understanding is 
based upon the sender's and receiver's individual 
2 
experiential backgrounds. 
Merrihue believes written communication is fast, 
accurate, and inexpensive. To secure maximum impact, a 
combination of oral and written communication must be 
used—with the heavier reliance placed upon the written 
media.^ 
McLaughlin, Blum, and Robinson claim that management 
teams in every commercial or educational enterprise face 
the persistent problems of lowering or removing barriers 
to its internal communication through direct personal 
4 
speech and writing. 
Andrews thinks that memoranda specify clearly and 
exactly what is required. They are unique to American 
business and industry and they are used primarily in inter- 
organizational correspondence.^ 
^Wenburg and Wilmont, The Personal Communication 
Process, p. 41. 
2 
Stevens, "Introduction: A Definition of Comunica- 
tion," p. 690. 
3 
Merrihue, Managing By Communication, p. 179. 
4 
McLaughlin, Blum, and Robinson, Communication, p. 55. 
^Andrews, Technical and Business Writing, p. 18. 
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Stewart, Lahnan, and Zimmer believe memoranda are 
used to convey messages. They should be brief and to the 
point without being curt or skimpy. They are used to 
"sell” points of view.^ 
Skiddle claims memoranda are usually clear and 
. . 2 concise, signed and dated, organized and result-oriented. 
Johnson claims a lack of communication, unclear 
goals and confused planning can lead to low morale and 
3 
marginal organizational performance. 
Campbell compiled a list of criterion measures of 
organizational effectiveness that had been used. Thirty 
variables are proposed as serious indices of organiza- 
4 
tional effectiveness. 
Smith, Richetto, and Zima contend that an organiza¬ 
tion's communication system determines so much of its 
function that the organization and the systems are often 
difficult to separate; and, in most cases, written com¬ 
munication through the use of letters or memoranda becomes 
5 
the mode through which information is transmitted. 
"^Stewart, Lanham, and Zimmer, College English and 
Communication, p. 384. 
2 
Skiddle, The Art of Successful Communication, p. 160. 
3 
Johnson, Determining Training Needs, p. 114. 
4 
Campbell, The Measurement of Organizational 
Effectiveness: A Review of Relevant Research and Opinions, 
p. 36. 
5 
Smith, Richetto and Zima, Organizational Behavior; 
An Approach to Human Communication," p, 270. 
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Gilmer and Forehand believe communication is the 
most important component in an organization because it 
affects how organizations interact.^ 
McLaughlin, Blum, and Robinson believe that top 
level administrators must rely very heavily upon com¬ 
munication, especially written communication which 
allows one to make inferences necessary to keeping 
abreast of what is going on in and around the organiza¬ 
tion . ^ 
Mansfield and Bohniuk believe memoranda are the 
most frequently used mode of communication in some 
companies. Memoranda provide information for decision¬ 
making. They usually remain inside the organization, 
they are less formal in tone and format. Memo writers 
may assume that the readers are familiar with many of the 
3 
facts and terms. 
Himstreet and Baty believe that memoranda have 
primary functions within organizations which are to con¬ 
tribute to clear organizational communication. They should 
be written with the sensitivity of the readers in mind and 
4 
with a desire to accomplish the communication task. 
^Gilmer and Forehand, "Recent Research on Organiza¬ 
tional Climate," p. 2. 
2 
McLaughlin, Blum, and Robinson, Communication, 
pp. 50-52. 
3 
Mansfield and Bahnuik, Written Business Letters 
and Reports, pp. 246-247. 




The following findings were obtained by testing 
the following hypotheses: 
1. There is no statistically significant 
difference between the principals of 
this urban school system. The result 
of a chi-square test for continuity was 
32.357, with 22 degrees of freedom, 
which failed to reach statistical 
significance. Therefore, this null 
hypothesis was accepted. 
2. There is no statistically significant 
difference between the mean memoranda 
ratings of the "excellent" and "average" 
principals. The t-value was 6.923, with 
14 degrees of freedom, which was 
statistically significant beyond the .01 
level of significance. This hypothesis was 
rejected. 
3. There is no statistically significant 
difference between the mean memoranda ratings 
of the "excellent" and "other" principals. 
The t-value was 7,544, with 14 degrees of 
freedom, which was statistically significant 
beyond the .01 level of significance. This 
hypothesis was rejected. 
4. There is no statistically significant 
difference between the mean memoranda 
ratings of the "average" and "other" 
principals. The t-value was 2.668, with 
14 degrees of freedom, which was statis¬ 
tically significant beyond the .05 level 
of significance. This hypothesis was 
rejected. 
Conclusions 
The findings derived from the analysis of the data 
of this study seem to warrant the following conclusions: 
1. The higher a group’s ratings, the higher 
it rated the items in the questionnaire. 
* 
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2. The groups were homogeneous in that 
they came from the same general 
population, 
3. The mean level of rating the checklist 
was statistically significantly dif¬ 
ferent at the .01 level of confidence 
between the "excellent" and "average" 
principals, and between the "excellent" 
and "other" principals. 
4. The mean level of rating the checklist 
was statistically significantly dif¬ 
ferent at the .05 level of confidence 
between the "average" and "other" 
principals. 
Implications 
The conclusions drawn from the findings of this 
study seem to warrant the following implications: 
1. It seems that the higher principals' 
ratings are from their supervisors, 
the higher these principals rate the 
system's rules or practices. Is this 
the effects of obedience or efficiency 
of functioning? 
2. Those principals "needing improvement" 
may become more successfully oriented 
into and obedient to the system's practices 
and improve their ratings by their 
supervisors. 
Recommendations 
The implications inherent in the conclusions drawn 
from the findings of this study seem to warrant the fol¬ 
lowing recommendations: 
1, That other studies be made to investigate 
the effects of opinions on practices on 
the efficiency of principals' performance 
in their respective schools. 
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2. That a more representative sample of 
school principals be used to test the 
findings of this study—thus making the 
results more applicable to a broader 




THE UNIVERSITY OF WISCONSIN-MILWAUKEE/P.Q. Bo« 413. Miiwauh-. witcontin 53201 
COLLEGE OF LETTERS AND SCIENCE (414) 963-4261 
DEPARTMENT OF COMMUNICATION 
MERRILL HALL 
October 4, 1982 
Mrs. Sara J. Jones 
395 Kildare Avenue, N.W. 
Atlanta, Georgia 30318 
Dear Mrs. Jones: 
I was pleased to learn from your letter of September 20, 1982 that you 
wish to use the checklist on pp. 297-298 of Communication ( Merrill, 1964 ) 
by me, Blum and Robinson. If your use of this or other checklists in the 
entirety or with modifications is limited to your doctoral dissertation, 
such use is quite acceptable. 
As indicated in the telephone conversation with you, the various check¬ 
lists in the 1964 textbook are intended as illustrations. However, copies of 
the Checklist of Communication Practices Within Management maybe purchased 
from Charles Merrill Publishers. We validated the checklist with management 
personnel in eight corporations and two urban school systems. The identified 
communication practices were correlated with the organization's effectiveness. 
Best wishes for a productive dissertation. 
Sincerely Yours, 
Ted J. McLaughlin 
Professor of Communication 
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COMMUNICATION QUEST IONNARIES 
SECTIONS I AND II 
PURPOSE: Responses from these questionnaires will be 
used to complete the research section of a 
doctoral dissertation in the School of 
Education, Department of Administration and 
Policy Studies, at Atlanta University, 
Atlanta, Georgia. 
DEMOGRAPHICS OF SAMPLE 
DIRECTIONS: Please check the appropriate box or fill in 
the space provided with the number which 
represents your response. 
1. SEX: Male Female  
2. YEARS AS PRINCIPAL:   
3. ASSIGNED SCHOOL LEVEL AT PRESENT: 
  Elementary (Grades K-7) 
  Secondary (Grades 8-12) 
  Special Schools 
4. REQUEST FOR COPY OF FINDINGS: 
  Yes 
No 
Address : 
CHECKLIST OF COMMUNICATION PRACTICES 
WITHIN MANAGEMENT 
Section I 
DIRECTIONS: Check the number that expresses your opinion 
related to the items on this checklist. Use 
the following key to assist you. 
KEY: 5 - Strongly Agree 
4 - Agree 
3 - Undecided 
2 - Disagree 
1 - Strongly Disagree 
1 2 3 4 5 
1. Communication practices are 
subject to periodic review. 
2. Any system official that is 
specifically assigned to 
coordinate communication 
media. 
3. The use of standardized forms 
for written messages are 
compu1sory. 
4. Lower echelon supervisors 
display active interest in 
the improvement of communi¬ 
cation within managment. 
5. Lower echelon supervisors 
voluntarily offer unsolicited 
suggestions concerning company 
affairs to those in higher 
authority. 
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6. Lower echelon supervisors 
are consulted or informed 
about system policy changes 
prior to announcements to 
the work force and others. 
7. Inter-office memoranda travel 
at a slow or erratic pace. 
8. The system management 
organization structure is 
known and understood by the 
entire management staff. 
9. Communication ability is 
considered to be of equal 
importance to job "know-how" 
in the selection of managers 
at all levels. 
10. Each management position has 
a clear and consistent 
statement of function, 
authority, accountability, 
and responsibility which is 
known by all concerned. 
11. Members of management have 
sufficient time, space, help, 
equipment, and knowledge to 
prepare reports, and 
messages. 
12. Memoranda is clear, concise 
and pertinent to the 
intended objective(s) of 
the organization. 
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1 2 3 4 5 
13. The system's policy 
recognizes management's morale 
to be of equal importance 
to worker's morale. 
14. The system provides a 
continuous training and 
check-up program in 
communication for 
management personnel. 
15. The system publishes a 
newsletter or similar 
publication for the 
entire management staff. 
*Developed by Ted J. McLaughlin, Lawrence P. Blum and 
David M. Robinson, Copyright (c) 1964, Charles E. Merrill 
Book, Inc., Columbus, Ohio. 
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MEMORANDUM RATING SCALE 
SECTION II 
DIRECTIONS: Please rate the last ten memos received from your 
immediate supervisor according to the scale below. Place 
an (X) beside all items which apply to the memorandum 
being rated. 
Memo I Memo 11 
clear unclear c 1 ear unclear 
organized disorganized organized di sorganized 
concise verbose concise verbose 
signed unsigned signed unsigned 
dated not dated dated not dated 
pleasant tone — curt tone — pleasant tone curt tone 
Memo 111 Memo IV 
clear unclear clear unclear 
organized disorganized organized ~ disorganized 
concise verbose concise verbose 
signed unsigned signed unsigned 
dated not dated dated not dated 
pleasant tone — curt tone — pleasant tone curt tone 
Memo V Memo VI 
clear unclear clear unci ear 
.organized disorganized organized disorganized 
concise verbose concise verbose 
signed unsigned signed unsigned 
dated not dated dated not dated 
pleasant tone curt tone pleasant tone curt tone 
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Memo VII Memo VIII 
clear unci ear clear unclear 
organized di sorganized organized disorganized 
concise verbose concise verbose 
signed unsigned signed unsigned 
dated not dated dated not dated 
pleasant tone 
— 
curt tone pleasant tone curt tone 
Memo IX Memo X 
clear unclear clear unclear 
organized disorganized organized disorganized 
concise verbose concise verbose 
signed unsigned signed unsigned 
dated not dated dated not dated 
pleasant tone curt tone pleasant tone curt tone 
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RAW DATA 
PRINCIPALS RESPONSES ON 
COMMUNICATION AND MEMORANDUM 
INSTRUMENTS 










I 51 107 M 1 Secondary 
2 68 77 M 18 Elementary 
3 22 120 F 5 E1ementary 
4 60 105 M 10 Secondary 
5 58 120 M 20 Elementary 
6 71 114 F 3 E1ementary 
7 43 78 M 9 Secondary 
8 22 120 M 13 Elementary 
9 47 86 M 32 Secondary 
10 56 120 M 17 E1ementary 
1 1 40 117 M 1 E1ementary 
1 2 41 99 M 27 E1ementary 
1 3 44 111 M 14 Elementary 
14 52 102 M 18 E1ementary 
15 55 69 M 1 1 Secondary 
16 58 120 M 17 E1ementary 
1 7 51 96 M 10 Secondary 
18 48 105 M 1 Secondary 
19 51 114 M 19 E1ementary 
20 60 81 M 14 Elementary 
21 56 102 M 5 E1ementary 
22 36 49 M 28 Elementary 
23 58 120 M 18 Elementary 
. 24 56 120 M 4 Elementary 
25 53 60 M 20 Elementary 
26 52 114 F 17 Elementary 
27 56 120 M 21 Elementary 
28 58 120 M 3 E1ementary 
29 60 117 M 10 Secondary 
30 53 57 M 3 E1ementary 
31 51 120 M 4 Elementary 
32 64 114 F 2 Elementary 
33 61 99 M 7 Secondary 
34 54 120 M 10 Secondary 
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RAW DATA (Continued) 
PRINCIPALS RESPONSES ON 
COMMUNICATION AND MEMORANDUM 
INSTRUMENTS 










35 42 105 F 2 Elementary 
36 58 120 M 5 E1ementary 
37 50 102 M 5 Elementary 
38 71 57 M 13 E1ementary 
39 57 108 M 5 E1ementary 
40 52 120 M 7 Elementary 
41 36 108 M 5 Secondary 
42 63 120 F 23 E1ementary 
43 68 120 M 1 E1ementary 
44 63 120 F 1 E1ementary 
45 51 60 M 1 E1ementary 
46 60 77 M 10 Secondary 
47 48 77 M 22 E1ementary 
48 51 120 M 12 Elementary 
49 60 114 M 5 Elementary 
50 47 120 F 5 E1ementary 
51 34 78 M 17 Secondary 
52 38 60 M 15 E1ementary 
53 56 96 M 15 Elementary 
54 50 105 M 6 E1ementary 
55 52 120 M 6 E1ementary 
56 53 95 M 10 E1ementary 
57 44 77 M 9 Elementary 
. 58 55 87 M 2 Secondary 
59 39 108 M 26 E1ementary 
60 50 120 M 16 E1ementary 
61 43 120 M 15 Elementary 
62 64 120 M 24 E1ementary 
63 54 120 M 12 Elementary 
64 46 108 M 17 E1ementary 
65 41 72 M 18 E1ementary 
66 57 114 M 10 E1ementary 
67 51 120 M 12 E1ementary 
68 66 60 M 16 E1ementary 
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RAW DATA (Continued) 
PRINCIPALS RESPONSES ON 
COMMUNICATION AND MEMORANDUM 
INSTRUMENTS 
N = 70 
Communication Memorandum 





69 56 117 F 4 Elementary 
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position I am responsible for 
all operations including hiring 
and supervision of staff, 
curriculum planning, budgeting, 
and plant management. I 
supervise approximately 55 
people. 
ATLANTA AREA TECHNICAL SCHOOL 
Atlanta, Georgia 
Assistant Director of 
Administrative Services - In 
this position my major 
responsibility was that of 
supervising the Administrative 
Coordinators, Building 
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August, 1978 to 
August, 1 97 9: 
August, 1977 to 
August, 1978: 
August, 1975 to 
August, 1977: 
January, 1975 to 
June, 1 975 : 
August, 1974 to 
December, 1975: 
Maintenance and Operational 
Staffs. I worked directly with 
the Purchasing Department, 
Environmental Services, and all 
other departments within the 
Atlanta School System that 
assisted Atlanta Area Technical 
School in obtaining services, 
materials and equipment. 
ATLANTA PUBLIC SCHOOLS 
Atlanta, Georgia 
Director,SeverelyMentally 
Retarded Center - In this 
position I directed all program 
operations for approximately 35 
severely mentally retarded and 
mildly-handicapped students. I 
supervised staff and conducted 
in-service training. 
ANDERSON PARK ELEMENTARY SCHOOL 
Atlanta, Georgia 
Assistant Principal - I 
assisted the school 1s 
administrator in carrying out 
all program operations required 
by the system. Specifically, I 
provided inservice training to 
the school's staff. 
ADAMSVILLE ELEMENTARY SCHOOL 
Atlanta, Georgia 
Assistant Principal - I 
assisted with all school 
operations and provided 
inservice training to teachers. 
WEST MANOR ELEMENTARY SCHOOL 
Atlanta, Georgia 
Teacher - I taught reading and 
math to a combination fifth and 
sixth grade classes. 
OGLETHORPE ELEMENTARY SCHOOL 
Atlanta, Georgia 
-79- 
August, 1967 to 
June, 1973: 
August, 1962 to 
June, 1 967 : 
August, 1960 to 
June, 1 962 : 
August, 1958 to 
June, 1960: 
August, 1955 to 
June, 1959: 
September, 1953 to 
May, 1955: 
Teacher - I taught social 
studies and English to sixth 
and seventh grade pupils. 
BEECHER HILLS ELEMENTARY 
SCHOOL 
Atlanta, Georgia 
Teacher - I taught fourth and 
sixth grades reading and 
English. 
G. A. TOWNS ELEMENTARY SCHOOL 
Atlanta, Georgia 
Teacher - I taught seventh 
grade Tanguage arts and 
mathematics classes. 
JAMES L. MAYSON ELEMENTARY 
SCHOOL 
Atlanta, Georgia 
Teacher - I taught reading and 
Eng 1ish to sixth and seventh 
graders in a team teaching 
experience. 
COLLIER HEIGHTS ELEMENTARY 
SCHOOL 
Atlanta, Georgia 
Teacher - I taught sixth grade 
classes. 
E. P. JOHNSON ELEMENTARY SCHOOL 
Atlanta, Georgia 
Teacher - I taught second and 
sixth grade classes. 
GENEVA COUNTY HIGH SCHOOL 
Slocomb, Alabama 
Teacher - I taught English and 
home economics. I also taught 




June, 1965 to 
August, 1965: 
June, 1970 to 
August, 1970: 
March, 1974 to 
May, 1974: 
June, 1974 to 
August, 1974: 
June, 1971 to 
August, 1971: 
June, 1973 to 
August, 1974: 
June, 1972 to 
July, 1972: 
Director of Head Start Program 
at the University Nursery, 
Northside Drive, Atlanta, 
Georgia. 
Traveled in Europe. Observed 
and visited the British Open 
Primary Schools. 
Internship at Adamsville 
Elementary School, Atlanta, 
Georgia, with Mrs. Thelma 
McKelpin. 
Internship with Dr. Moses 
Norman at the Area I Office, 
Atlanta Public Schools, 
Atlanta, Georgia. 
Worked at Georgia State 
University. Taught Creative 
Language Arts and Social 
Studies in the Elementary 
School. 
Enrolled in E.P.D.A. Leadership 
Program at Atlanta University 
-- was granted study leave from 
the Atlanta Board of Education. 
Attended Summer Law Institute 
at C. W. Hills Elementary 
School, Atlanta, Georgia. 
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PROFESSIONAL MEMBERSHIP 
AND AFFILIATIONS: Council for Exceptional 
Children 
Georgia Vocational Association 
Atlanta Association of 
Educators 
Georgia Association of 
Educators 
Phi Delta Kappan 
American Vocation Association 
NAACP 
Urban League Guild 
YWCA 
REFERENCES : Available upon request. 
